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postsecondary libraries in the state were invited to participate; the 91 
libraries that responded are included in this report. Following the national 
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OMB No. 1850-0582: Approval Expires 06/30/2001 



FORM 1PEDS-L 

( 7 - 1 * 98 ) 



U.S. DEPARTMENT OF COMMERCE 

BUREAU OF THE CENSUS 
ACTING AS COLLECTING AGENT FOR THE 
U.S. DEPARTMENT OF EDUCATION 
NATIONAL CENTER FOR EDUCATION STATISTICS 



INTEGRATED POSTSECONDARY 
EDUCATION DATA SYSTEM 



ACADEMIC LIBRARIES SURVEY 
1998 



Please read the accompanying instructions 
before beginning this survey. Report data for 
the institution in the address label. If data for 
any other institutions or branch campuses 
are included in this survey because they 
CANNOT be reported separately, please 
provide the names of these institutions as 
instructed below. 



NOTE - The completion of this survey, in a timely and accurate manner, is 
MANDATORY for all institutions which participate or are applicants for 
participation in any Federal financial assistance program authorized by Title IV of 
the Higher Education Act of 1965, as amended. The completion of this survey is 
mandated by 20 U.S.C* 1094(a)(17). J 

For those institutions not required to complete this survey on the basis of the above 
requirements, the completion of this survey is voluntary and authorized by P.L. 
103-382, National Education Statistics Act of 1994. Sec. 404(a). 



Please correct any errors in the name, address, and ZIP Code. 



If there are any questions about this form, contact 
a Bureau of the Census IPEDS representative at 
(800) 451-6236 or FAX number (301) 457-1542 , , 
7:30 a.m. — 4:30 p.m. EST. 



RETURN TO: 



Date due: November 15 r 1998 



1. Name of respondent 



2. Title of respondent 



4. E-Mail address 



3. Telephone 



Area code, number, extension 



FAX number (include area code) 



Please answer the following questions to determine if you need to complete this survey: 



a. Do you have an organized collection of printed or other materials or a combination thereof? 

b. Do you have a staff trained to provide and interpret such materials as required to meet the 
informational, cultural, recreational, or educational needs of clientele? 

c. Do you have an established schedule m which services of the staff are available to clientele? 

d. Does the library have the physical facilities necessary to support such a collection, staff, and 

schedule? • . 



id Yes 


2d No 


id Yes 


2 d No 


id Yes 


2d No 


i d Yes 


2d No 



If you answered "Yes " to all of the questions above, please go to question e. 

if you have answered "No" to any of the questions, do you provide financial support to another library? If " Yes ", complete 
Part III on page 4. If "No", please return this survey to the address above. 



e. Do you report data for yourself and for another library? 



1 □ Yes — ► Co to page 4 , Pan l and complete the entire 

■ : survey and return it to the address abo ve. 

2 O No — ► Go to question f below. 



f. Are your library data reported by another library? 



1 □ Yes — ► Co to page 4, complete Pan //, and return the 

survey to the address above. 

2 D No — Co to Pan A , fine 01 and complete this survey. 
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Changes from the 1996 form for 

1998 ACADEMIC LIBRARIES SURVEY 



^ Cover sheet - Library definition 

The definition of the library has been reformatted as a checklist. Also, the possibilities 
of reporting data FOR another library or having data reported BY another library have 
been clarified in connections with related changes on page 4. 

► Part B - Library Staff 

In addition to reporting a total full-time equivalent (FTE) for librarians and other 
professionals, respondents are asked to report separate counts for librarians and for 
other professionals on the library staff. 

^ Part C - Library Expenditures 

• The title of this part has been changed to reflect the fact that in many academic 
libraries the term "operating expenditures" does not cover expenditures for staff or 
for information resources. Expenditures for "operating" (lines 20-23) are grouped 
under that subheading. 

• Expenditures for "books, serial backfiles, and other materials" are reported in two 
categories: paper and microform and electronic. 

• All expenditures for current serials are now reported on two lines: paper and 
microform and electronic. 

• Expenditures for search services and current serials are reported together. 

► Part D - Library Collections 

This section has been reduced from 18 lines to 7 lines. Deleted items include 
manuscripts and archives (linear feet), computer files, and other library materials. 
Cartographic materials, graphic materials, sound recordings, and film and video 
materials are now combined under Audiovisual materials. The simplification involves 
two kinds of changes. Counts are now requested for selected types of material only, 
rather than for all. Also, for each type, respondents are asked to provide a physical 
count or a bibliographical count but not both. 

^ Part E - Library services 

No content changes. 

^ Part F - Library Services, typical week 
No content changes. 

► Part G - Electronic Services 

Video/desktop conferencing, satellite broadcasting, scanning equipment and services 
for distance education students questions were added to this part. 

ERJC 




Page 2 



PURPOSE OF THE SURVEY 



The National Center for Education Statistics (NCES) collects these data periodically to obtain and 
report a comprehensive picture on the status of collections, transactions, staff, service per typical 
week, and library operating expenditures in postsecondary institutions. The survey is being 
conducted in compliance with the Center's mission "to collect, and analyze, and disseminate 
statistics and other data related to education in the United States . . (P.L. 103-382, National 

Education Statistics Act of 1994, Sec. 404(a)). 



Collection of these data over time will enable the nation to plan effectively for the development 
and use of postsecondary education library resources. Congress uses the data to assess the need 
for revisions of existing legislation concerning libraries and the allocation of Federal funds. 

Federal agencies need the data to evaluate and administer library programs. State education 
agencies and college librarians and administrators use the data for regional and national 
comparisons of library resources to plan for the effective use of funds. Finally, library associations 
and researchers use the survey results to determine the status of library operations and the 
profession. 



According to the Paperwork Reduction Act of 1995, no persons are required to respond to a 
collection of information unless it displays a valid OMB control number. The valid OMB control 
number for this information collection is 1850-0582. The time required to complete this 
information collection is estimated to vary from 30 minutes to 6.0 hours per response, with an 
average of 2.5 hours, including the time to review instructions, search existing data resources, 
gather and maintain the data needed, and complete and review the information collection. If you 
have any comments concerning the accuracy of the time estimate(s) or suggestions for 
improving this form, please write to: U.S. Department of Education, Information Management 
Team, Washington, DC 20202-4652. If you have any comments or concerns regarding the 
status of your individual submission of this form, write directly to: 



USES OF DATA 



National Center for Education Statistics/IPEDS 



U.S. Department of Education 
555 New Jersey Avenue, NW 
Washington, DC 20208-5652 



The definitions and instructions for compiling IPEDS data have been designed 
to minimize comparability problems. However, postsecondary education” 
institutions differ widely among themselves. As a result of these differences, 
comparisons of data provided by individual institutions may be misleading. 



DO NOT RETURN INSTRUCTIONS 
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L 

Part A — NUMBER OF PUBLIC SERVICE OUTLETS, FISCAL YEAR 1998 


Line 

No. 


Item 


Number 


01 


Branch and independent libraries — Exclude main or centra! library 





Part B — LIBRARY STAFF, FALL 1998 
(Exclude maintenance and custodial staff.) • A v . 

• • •: • -O, 

NOTE: Report data to two decimals. * .‘.L L:'./;*-- 

• ./Ay\; A“-- - , Ha;, 

• .... . . , _ '• ‘ - . . • 


Line 

No. 


staff . • 


Number of fulLtimeivS" 

’ r . ^ i equivalents - 

(FTEs) y 




Y ••.“V A '-'A -• : / 

Librarians and other professional staff: . ! ‘ 


02 


Librarians 




03 


Other professional staff 




04 


Total librarians and other professional staff (Sum lines 02 and 03) 




05 


All other paid staff (except student assistants) 




06 


Contributed services staff 




07 


Students assistants from all funding sources 




08 


Total full-time equivalent (FTE) staff (Sum lines 04 through 07) 
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Part C — LIBRARY EXPENDITURES, FISCAL YEAR 1998 L 

NOTE: Do not report the same expenditures more than once. 


Line 

No, 


Category 


Amount 

(Whole dollars only) 




Salaries and wages: “ 


09 


Librarians and other professional staff 


$ 


10 


All other paid staff (except student assistants) 


$ 


11 


Student assistants 4: 


$ 




Information resources: 






Books, serial backfiles, and other materials: ' 




12 


Paper and microform rr - ; " :>-/ 


$ 


13 


Electronic. v " . * 


$ 




Current serial subscriptions and search services: : Jy . 




14 


Paper and microform cvv*. C ; 


$ 


15 


Electronic •; . vV'.' ' 


$ 


16 


Audiovisual materials , • - r .. ;,a.. v . - 


$ 


17 


Document deliveryfinterllbrary loan V' - ' 


$ 


18 


Preservation. " ; '■ • •*.: i ’ 


$ 


19 


Other materials" " ' ‘*r~ V'- : 1 


$ 




Operating expenditures: 


20 


Furniture and equipment (exclude computer equipment) 


$ 


21 


Computer hardware and software (include maintenance) 


$ 


22 


Bibliographic utilities, neworks, and consortia 


$ 


23 


All other operating expenditures 


$ 


24 


TOTAL EXPENDITURES (Sum fines 09 through 23) 


$ 


25 


Employee fringe benefits (if paid from the library budget) 


$ 



12 ' 
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Part D — LIBRARY COLLECTIONS, FISCAL YEAR 1998 L 


Line 

No. 


Category 


Added during 
the fiscal 
year 
(D 


Held at end 
of fiscal year 

(2) 




Books, serial backfiles, and other materials (include government documents): 


26 


Paper - Volumes 






27 


Paper - Titles 






28 


Microform - Units 






29 


Electronic - Titles 








Current serial subscriptions: 


30 


Number of paper and microform subscriptions 






31 


Number of electronic subscriptions • 






32 


Audiovisual materials - Units 







Part E — LIBRARY SERVICES, FISCAL YEAR 1998 


Line 

No. 


‘ . . y ’ Tu>' ■ Category' 


Number 




Document delivery/interlibrary loans provided to other libraries: 


33 


Returnable y £ V““ 




34 


Non-returnable . 




35 


Total provided (Sum lines 33 and 34) It®;’-"' 






Document delivery/interlibrary loans received from other libraries or commercial services: 


36 


Returnable yK- 4*" - 




37 


Non-returnable “,1 : “ 




38 


Total received (Sum lines 36 and 37) ■'& 






Circulation transactions: ' 


39 


General collection . =-:y - . : y ■ . yr-. . jU . ' • .a- : 




40 


Reserve collection 






Information services to groups: 


41 


Number of presentations 




42 


Total attendance at all presentations 
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PartF — LIBRARY SERVICES, TYPICAL WEEK, FALL 1998 L 

' : ';r.r7v ••=47.' 


Line 

No. 


Category 


Number in a typical week 


43 


Hours open in a typical week 4?. I . v 




? 44 


Gate count in a typical week ‘ ‘ 




45 


Reference transactions in a typical week 












Part G — ELECTRONIC SERVICES 





This section requests information about the availability of electronic services in the library and 
e Jsewhere on campus and off campus access by your primary clientele, and other users. 



Please respond to each item by marking an (X) in the appropriate column. 



Line 

No. 


•'c4-Ar./. TtS/%\ Category U j; 


Si.; Mark (X) appropriate column 


• Access from 


Access off campus by 


Within library 

K - • (D ‘ r - 


Elsewhere on 
campus 

: - r (2) 


Primary 

clientele 

(3) 


Others 

(4) 


46 


Does the library or parent institution 
make available the following services? % 


1. YeS 


No 


Yes 


No 


Yes 


No 


Yes 


No 


An electronic catalog that includes 5# 

the library's holdings ; 


















47 


Electronic indexes and reference tools Si 


















48 


Electronic full-text periodicals 


















: 49 


Electronic full-text course reserves - :S : f: 


















50 


Electronic files other than the catalog (e.g., : 
finding aids, indices, manuscripts) created by 
library staff w 


















5 51 


Internet access -l. f *; 


















p 52 


Library reference service by e-mail 


















53 


Capacity to place interlibrary loan/document 
delivery requests electronically 


















54 


Technology to assist patrons with disabilities 
(e.g., TDD, specially equipped work stations) 


















55 


Instruction by library staff on use of internet 
resources 


















56 


Electronic document delivery by the 
library to patron's account/address 


















57 


Video/desktop conferencing by or for the 
library ■ 


















58 


Satellite broadcasting by or for the library 












| 
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Part G — ELECTRONIC SERVICES - Continued A 


Line 

No. 


'■'7." 7 Category^' •' :: 77 : ' : A.L- 


Access from 
within library 


59 


Does your library provide the following services? L 


l 

Yes 1 No 
1 


Computers not dedicated to library functions for patron "use inside the library 


i 

1 


60 


Computer software for patron use in the library (e.g M word processing, 
spreadsheet, custom applications, etc.) ' -'.C. . . 


i 

l 

i 


61 


Scanning equipment for patron use in the library 


1 

I 


62 


Services to your institution's distance education students . 

(If your institution does not have distance education students, please check here) - — ► C 


1 

1 


■ 1 
1 



REMARKS SECTION— Please enter any remarks you may have in this section. By entering any explanations here , ! 

you may eliminate the need for telephone contact at a later date. ^ , 
















■ •; 
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GENERAL INSTRUCTIONS — L 



Please respond to each item on this form in the space provided. If the appropriate answer is zero or none, use "O." If you do not 
collect data for an item, provide your best estimate. PLEASE DO NOT LEAVE ANY LINES BLANK. If a line is left blank, NCES 
will impute a figure using the average for institutions with similar characteristics. Include data for the main or central library and 
all branch and independent libraries that were open all or part of fiscal year 1998. 



INSTITUTIONAL IDENTIFICATION 

In the space provided on the front page of this report, make 
any necessary corrections to the preprinted address 
information. Also, please enter the name, title, area code and 
telephone number of the person responsible for completing 
the report. 

PERIOD OF REPORT 

Report information for the following time periods as specified 
in each section: 

1- Fiscal year 1998 - Any 12-month period between June 1, 
1997 and September 30, 1998 which corresponds to 
your institution's fiscal year. (For Parts A, C, D, E, and G) 

2. Typical week. Fall 1998 - A typical week is one that is 
neither unusually busy nor unusually slow. Avoid vacation 
periods for key staff or days when unusual events are 
taking place on the campus or in the library. Choose a 
week in which the library is open its regular hours. Include 
any seven consecutive calendar days. (For Part F) 

3. Fall 1998 - The period during the fall of 1998 when the 
survey form is being completed. (For Parts B, F, and G) 

PART A - NUMBER OF PUBLIC SERVICE OUTLETS, 
FISCAL YEAR 1998 

Library - An entity that provides all of the following: 

1. An organized collection of printed or other materials or a 
combination thereof; 

2. A staff trained to provide and interpret such materials as 
required to meet the informational, cultural, recreational, or 
educational needs of clientele; 

3. An established schedule in which services of the staff are 
available to clientele; 

4. The physical facilities necessary to support such a 
collection, staff, and schedule. 

This includes libraries that are part of learning resource 
centers. 

Branch and independent Sibraries (Bine 01) - Report the 
number of branch and independent libraries at your 
institution that were open all or part of fiscal year 1998. 
EXCLUDE THE MAIN OR CENTRAL LIBRARY. Branch and 
independent libraries are defined as auxiliary library service 
outlets with quarters separate from the central library of an 
institution which have a basic collection of books and other 
materials, a regular staffing level, and an established 
schedule. Branch and independent libraries are administered 
either by the central library or, as in the case of some 
libraries (such as law, medical, etc.), through the 
administrative structure of other units within the university. 
Departmental study/reading rooms are not included. Include 
data for all branch and independent libraries on the campus. 
Include libraries on branch campuses (i.e., located in 
another community) if those campuses are registered under 
the same NCES UNITID number as the main campus. 



PART B - LIBRARY STAFF, FALL 1998 

Full-time equivalent (FTE) employees (lines 02-08) - 

Report the number of filled or temporarily vacant FTE 
positions during Fall 1998 paid from funds under library 
control. To compute FTEs of part-time employees and student 
assistants, take the TOTAL number of hours worked per week 
by part-time employees IN EACH CATEGORY and divide it by 
the number of hours CONSIDERED BY THE REPORTING 
LIBRARY TO BE A FULL-TIME WORK WEEK (e.g., 60 hours per 
week of part-time work divided by 40 hours per full-time week 
equals 1.50 FTE). Data should be reported to two decimal 
places. 

Librarians (line 02) - Report the total FTE of staff whose 
duties require professional education (the master's degree or 
its equivalent) in the theoretical and scientific aspects of 
librarianship. 

Other professional staff (line 03) - Report the total FTE of 
staff whose duties require education and/or training in related 
fields (e.g., academic disciplines, archives, media, computing). 

Total librarians and other professional staff (line 04) - 

Report the sum of lines 02 and 03. 

All other paid staff (except student assistants) (line 05) - 

Report the total FTE of all other library staff who are paid 
annual salaries or hourly wages except students, who are 
reported on line 05. Include technical and clerical staff, but 
exclude maintenance and custodial staff. 

Contributed services staff (Bine 06) - Report the total FTE 
for contributed services staff. Contributed services staff are 
those, such as members of religious orders, whose services 
are valued by bookkeeping entries rather than by full cash 
transactions. Do not include volunteers. 

Student assistants from all funding sources (line 07) - 

Report the total FTE of student assistants, employed on an 
hourly basis whose wages are paid from funds under library 
control or from a budget other than the library budget, 
including College Work Study Program. Exclude maintenance 
and custodial staff. 



Total FTE staff (line 08) - Report the sum of lines 04 
through 07. 

PART C - LIBRARY EXPENDITURES, FISCAL YEAR 1998 

Expenditures (Sines 09-25) - Report funds expended by the 
library in fiscal year 1998 (regardless of when received) from 
its regular budget and from all other sources; e.g., research 
grants, special projects, gifts and endowments, and fees for 
services. If items in this section are not paid from the library 
budget but can be easily identified in other parts of the 
institution's budget, report them here. Expenditures should be 
reported for the 12-month period which corresponds to your 
library's fiscal year between the calendar period June 1, 1997, 
to September 30, 1998. All expenditures should be reported in 
whole dollars in the most appropriate category to provide an 
unduplicated count of expenditures. Exclude expenditures for 
new buildings and building renovation. DO NOT REPORT 
ANY EXPENDITURES MORE THAN ONCE. 
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GENERAL INSTRUCTIONS - L - Continued 



PART C - LIBRARY EXPENDITURES, FISCAL YEAR 
1 998 - Continued 

Salaries and wages (lines 09-11) - Report expenditures for 
full-time and part-time salaries and wages before deductions. 
Exclude employee fringe benefits provided by your institution 
for all regular library staff which may be reported on line 25. 
Include salaries and wages from all sources paid to students 
serving on an hourly basis, if available; e.g. ( College Work 
Study Program. Exclude contributed services and 
maintenance and custodial staff. 

Information resources (lines 12-19): 

Books, serial backfiles, and other materials (lines 12 
and 13)- Report expenditures for all published materials. Do 
not include current serial subscriptions. 

Paper (line 12) - Report expenditures for all materials 
produced by making an impression with ink on paper. 

Microform (line 12) - Report expenditures for all 
photographic reproductions of textual, tabular, or graphic 
materials reduced in size so that they can be used only with 
magnification. Examples of microforms are roll microfilm, 
microcard, microfiche, and ultrafiche. 

Electronic (line 13) - Report expenditures for materials that 
are considered part of the collection, whether purchased or 
leased, such as CD-ROMs, magnetic tapes, and magnetic 
disks, that are designed to be processed by a computer or 
similar machine. Include material available remotely. Include 
expenditures for materials purchased jointly if such 
expenditures can be separated from other charges for joint 
services. Include expenditures for equipment when the cost is 
inseparably bundled into the price of the information service 
product. Exclude expenses for library system software and 
microcomputer software used only by the library staff which 
are reported on line 21. 

Current serial subscriptions and search services 
(lines 14 and 15) - Report expenditures for current 
subscriptions to serials. These are publications issued in 
successive parts, usually at regular intervals, and, as a rule, 
intended to be continued indefinitely. Serials include 
periodicals, newspapers, annuals (reports, yearbooks, etc.), 
memoirs, proceedings, and transactions of societies. Include 
leases to collections of electronic serials. Include cost of 
search services such as First Search or Dialog. 

Paper (line 14) - Report expenditures for all materials 
produced by making an impression with ink on paper. 

Microform (line 14) - Report expenditures for all 
photographic reproductions of textual, tabular, or graphic 
materials reduced in size so that they can be used only with 
magnification. Examples of microforms are roll microfilm, 
microcard, microfiche, and ultrafiche. 

Electronic (line 15) - Report expenditures for materials that 
are considered part of the collection, whether purchased or 
leased, such as CD-ROMs, magnetic tapes, and magnetic 
disks, that are designed to be processed by a computer or 
similar machine. Include material available remotely. Include 
expenditures for materials purchased jointly if such 
expenditures can be separated from other charges for joint 
services. Include expenditures for equipment when the cost is 
inseparably bundled into the price of the information service 
product. Exclude expenses for library system software and 
microcomputer software used only by the library staff which 
are reported on line 21. 



Audiovisual materials (line 16) - Report expenditures for 
all library materials that afe displayed by visual projection or 
magnification or through sound reproduction, or both, 
including graphic materials, audio materials, motion pictures, 
video materials, and special visual materials such as 
three-dimensional materials. 

Document delivery/interlibrary loan (line 17) - Report 
expenditures for document delivery and interlibrary loan 
services. Include fees paid for photocopies, costs of facsimile 
transmission, royalties and access fees paid to provide 
document delivery or interlibrary loan. Include fees paid to 
bibliographic utilities if the portion paid for interlibrary loan 
can be separately counted. Do not count expenditures related 
to transactions between the main or central library and any 
libraries reported in Part A, transactions between libraries 
reported in Part A, or expenditures for on campus delivery. 

Preservation (line 18) - Report expenditures associated 
with maintaining library and archival materials for use either 
in their original physical form or in some other usable way. 
This includes but is not limited to binding and rebinding, 
materials conservation, deacidification, lamination, and 
restoration. Do not include staff salaries and wages. 

Other materials (line 19) - Report any other collection 
expenditures not already included on lines 12 through 18, 
such as expenditures for cartographic materials and 
manuscripts. 

Operating Expenditures (lines 20-23) 

Furniture and equipment (line 20) - Report expenditures 
for all library furniture and equipment purchased during the 
1998 fiscal year. Include microform equipment, audiovisual 
equipment, and related maintenance costs. Exclude computer 
equipment. 

Computer hardware and software (line 21) - Report 
expenditures from the library budget for computer hardware 
and software used to support library operations, whether 
purchased or leased, mainframe or microcomputer. Include 
expenditures for maintenance. Include the expenditure for 
equipment used to run information service products when 
that expenditure can be separated from the price of the 
product. Exclude expenditures reported on line 15. 

Bibliographic utilities, networks, and consortia 
(line 22) - Report expenditures for services provided 
by national, regional, and local bibliographic utilities, 
networks, and consortia. Exclude expenditures already 
reported on lines 15 and 17. 

All other operating expenditures (line 23) - Report all 
other expenditures not already reported on lines 09 through 
22 except employee fringe benefits which are reported on 
line 25. Exclude expenditures for new buildings and building 
renovations. 

Total (line 24) - Report the sum of lines 09 through 23. 

Employee fringe benefits (line 25) - If benefits are paid 
from the library budget, report the amount here. 

PART D - LIBRARY COLLECTIONS, FISCAL YEAR 1998 

NOTE - This section of the survey collects data on selected 
types of material. It does not cover all materials. 

Column (1), Total number added during fiscal year - 
Report the gross number of each category added. Do not 
subtract the number withdrawn. 
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GENERAL INSTRUCTIONS - L - Continued 



PART D - LIBRARY COLLECTIONS, FISCAL YEAR 
1998 - Continued 

Column (2), Total number held at end of fiscal year - 
Report the total number of each category held at end of 
fiscal year. To get this figure, take the total number held at 
the end of the previous fiscal year, add the number added 
during the fiscal year just ended and subtract the number 
withdrawn during that period. 

Units (lines 28 and 32) - An individual physical item of 
library material. Examples of units are: a volume (books 
and serials); a reel, sheet, or card (microforms); disk, 
cassette, reel, slide, chart, picture, tape, or cartridge 
(audiovisual material). 

Volumes (line 26) - Report the number of volumes of 
any printed, mimeographed, or processed work contained 
in one binding or portfolio, hardbound or paper bound, 
which has been cataloged, classified, or otherwise made 
ready for use. Include any government documents that are 
accessible through the library's catalog regardless of 
whether or not they are separately shelved. This includes 
documents for which records are provided by the library 
or downloaded from other sources into the library catalog. 

Titles (lines 27 and 29) - Report the number of titles of 
publications which form a separate bibliographic whole, 
whether issued in one or several volumes, reels, disks, 
slides, or parts. The term "publication" applies to printed 
materials, such as books, periodicals, and government 
documents, as well as to such formats as microforms, 
audiovisual materials, and computer files. To determine 
the number of titles, count each unique bibliographic 
record in the library's catalog. 

NOTE - For libraries which have card catalogs, a unique 
bibliographic record is represented by a shelf list entry. 
Libraries with electronic catalogs should be careful to 
distinguish between the BIBLIOGRAPHIC record which 
describes the title and the ITEM records which describe 
the individual volumes, parts, reels, disks, etc., associated 
with the title. Examples: Six copies of the same edition of 
a title count as one title or bibliographic record; two 
editions of the same title which have been cataloged or 
recorded separately count as two bibliographic records; a 
set of six monographs for which there are six 
bibliographic records counts as six titles; and two 
multi-volume sets of the same edition for which one 
bibliographic record has been made count as one title. 

Books, serial backfiles, and other materials including 
government documents (lines 26-29) - Report the 
number of paper volumes and/or titles; microform units and 
electronic media titles. 

Paper (line 26 and 27) - Materials produced by making an 
impression with ink on paper. For government documents, 
please use the following guides from the ARL Statistics: "if a 
volume count has not been kept, it may be estimated 
through sampling a representative group of title records and 
determining the corresponding number of volumes, then 
extrapolating to the rest of the collection. As an alternative, 
an estimate may be made using the following formulae: 

52 document pieces per foot: 10 'traditional' volumes per 
foot; 5.2 document pieces per volume." 

Eftflicroform (lira© 28) - Report the number of units of 
photographic reproductions of textual, tabular, or graphic 
materials reduced in size so that they can be used only with 
magnification. Examples of microforms are: roll microfilm, 
microcard, microfiche, and ultrafiche. 
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Electronic (line 29) - Report the number of titles of 
materials that are not current serials and are considered part 
of the collection, whether purchased or leased, such as 
CD-ROMS, magnetic tapes and magnetic disks, that are 
designed to be processed by a computer or similar machine. 
Include materials available remotely. Include materials 
purchased jointly. Exclude bibliographic records used to 
manage the collection, library system software, and 
microcomputer software used only by the library staff. 
Include government documents. 

Current serial subscriptions (lines 30 and 31) - Report 
the total number of current serials received including those 
that are paid for and those received without payment. 

Include government documents issued serially. Each 
available title counts as one when titles are received as part 
of an electronic subscription. 

Audiovisual materials (line 32) - All library materials that 
are displayed by visual projections of magnification or 
through sound reproduction, or both, including graphic 
materials, audio materials, motion pictures, video materials, 
and special visual materials such as three-dimensional 
materials. 



PART E - LIBRARY SERVICES, FISCAL YEAR 1998 

Document delivery/interlibrary loans (lines 33-38)- On 

lines 33, 34, and 35, report the number of filled requests for 
material provided to other libraries. On lines 36, 37, and 38, 
report the number of filled requests for material received 
from other libraries or document delivery services. Do not 
include transactions between the main or central library and 
any libraries reported in Part A or transactions between 
libraries reported in Part A. 

Retumables (lines 33 and 36) - Report materials that the 
supplier/lending library expects to have returned. Examples 
of returnables include books, dissertations and theses, 
microfilm reels, sound recordings, and audiovisual material. 

Non-returnables (lines 34 and 37) - Report materials that 
the supplier/lending library does not expect to have returned 
Examples of non-returnables include photocopies or 
facsimiles, fiche-to-fiche copies, print copies from microfilm, 
electronic full-text documents, and gratis print copies of 
unpublished reports and/or departmental working papers. 

Total loans (lines 35 and 38) - Sum lines 33 and 34 for 
line 35, and sum lines 36 and 37 for line 38. 



Circulation transactions (lines 39 and 40) - Report the 
number of items lent from the general collection on line 39 
and from the reserve collection on line 40 for use usually 
(although not always) outside the library. These activities 
include initial charges, either manual or electronic, and also 
renewals, each of which is reported as a circulation 
transaction. 



General collection (line 39) - Those materials that are 
available for circulation from the general library collection. 

Reserve collection (line 40) - Those materials that have 
been removed from the general library collection and set 
aside in a library so they will be on hand for a certain course 
of study or activity in process. Usually, the circulation and 
length of loan of items in a reserve collection are restricted 
so that these items will be available to many users who have 
need of them within a limited time period. 
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PART E - LIBRARY SERVICES, FISCAL YEAR 
1998 - Continued 

Information services to groups (lines 41 and 42) - 

Report the total number of presentations (line 41) and the 
total number of persons attending or served by those 
presentations (line 42). Information services to groups are 
presentations at which a staff member or person invited by a 
staff member provides information intended for a number of 
persons and planned in advance. These services may be 
either bibliographic instruction or library use presentations, 
or cultural, recreational, or educational presentations. 
Presentations both on and off the library premises should be 
included, as long as they are sponsored by the library. Do 
not include meetings sponsored by other groups using 
library meeting rooms. 

PART F - LIBRARY SERVICES - TYPICAL WEEK, 

FALL 1998 

Collect data during a typical week in the fall. A typical week is 
one that is neither unusually busy nor unusually slow. Avoid 
vacation periods for key staff or days when unusual events 
are taking place on the campus or in the library. Choose a 
week in which the library is open its regular hours. Include 
any seven consecutive calendar days. If waiting for a typical 
week in Fall 1998 will delay this form, please use typical 
week data from the preceding fiscal year. If you have data for 
the entire year, divide by the number of weeks that the 
library was open. 

Hours open in a typical week (line 43) - Report an 
unduplicated count of hours open in a typical week for both 
main library and branches reported in Part A using the 
following method. If a library is open from 9 a.m. to 5 p.m., 
Monday through Friday, it should report 40 hours per week. 

If several of its branches are also open during those hours, 
the figure remains 40 hours per week. Should Branch A also 
be open one evening from 7:00 to 9:00, the total hours during 
which users can find service becomes 42. If Branch B is open 
the same hours on the same evening, the total remains 42, 
but if it is open two hours on another evening, or from 5:00 
to 7:00 on the evening when Branch A is open later, the total 
becomes 44 hours during which users can find service. 



Gate count in a typical week (line 44) - Report the 
number of persons who physically enter library facilities in a 
typical week. It is understood that a single person may be 
counted more than once. 

Reference transactions in a typical week (line 45) - 

Report the total number of reference transactions in a typical 
week. A reference transaction is an information contact that 
involves the knowledge, use, commendation, interpretation, 
or instruction in the use of one or more information sources 
by a member of the library staff. Information sources include 
printed and non-printed materials, machine-readable 
databases (including assistance with computer searching), 
catalogs and other holdings records, and, through 
communication or referral, other libraries and institutions, 
and persons both inside and outside the library. Include 
information and referral services. If a contact includes both 
reference and directional services, it should be reported as 
one reference transaction. When a staff member utilizes 
information gained from a previous use of information 
sources to answer a question, report as a reference 
transaction, even if the source is not consulted again during 
this transaction. Duration should not be an element in 
determining whether a transaction is a reference transaction. 

Do not report directional transactions here. A 

directional transaction is an information contact which 
facilitates the use of the library in which the contact occurs 
and which does NOT involve the knowledge, use, 
recommendation, interpretation, or instruction in the use of 
any information sources other than those which describe the 
library; such as schedules, floor plans, handbooks, and policy 
statements. Examples of directional transactions include 
giving instruction in locating, within the library, staff, library 
users, or physical features, etc., and giving assistance of a 
nonbibliographic nature with machines. 

PART G - ELECTRONIC SERVICES 

This section requests information about the availability of 
electronic services in the library and elsewhere on campus 
and off campus access by your primary clientele, and other 
users. The questions require a "yes" or "no" response to the 
availability of the various services listed. 
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Libraries for the Blind and Physically Handicapped 




Regional and 
Subregional Libraries 

Library of Michigan 

Regional and Subregional libraries 
Serving Blind and Physically Handicapped 
Residents of the State 




Locations 

Lansing Regional 

1 . Library of Michigan 

2. Washtenaw County 

3. Kent District 

4. Oakland County 

5. Mideastem Michigan Talking 
Book Center 

6. Upper Peninsula 

7. Northland 

8. St. Clair County 

9. Muskegon County 

10. Macomb County 

1 1 . Grand Traverse Area 

Regional 
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717 W. Allegan, PO Box 30007, Lansing, MI 48909-9775 

FY 1998/99 REGIONAL/SUBREGIONAL 
LIBRARY FOR THE BLIND AND 
PHYSICALLY HANDICAPPED 
ANNUAL REPORT 

This information is current as of (date this report is filed) 



PARTI: DIRECTORY INFORMATION 



CURRENT NAME OF LBPH LIBRARY 


PREVIOUS NAME OF LBPH LIBRARY ' 


STREET ADDRESS (NUMBER, STREET, ETC.) 


CITY 


ZIP+4 


PHONE NUMBER 


TELEFAX 


TDD PHONE NUMBER 


NAME OF SUBREGIONAL LIBRARIAN 


NAME OF FISCAL AGENT 


INTERNET EMAIL ADDRESS OF SUBREGIONAL LIBRARIAN 


WEB ADDRESS 








http:// 





PART II: CURRENT SCHEDULE OF OPEN HOURS 



MONDAY 


TO 


FRIDAY 


TO 


TUESDAY 


TO 


SATURDAY 


TO 


WEDNESDAY 


TO 


SUNDAY 


TO 


THURSDAY 


TO 






Library of 
Michigan 




LBPH - Page 1 
9/98 



PART III: BUDGET AND ACTUAL EXPENDITURES 



Steps to complete this form: 

1) Report budget and actual expenditures for October 1, 1997 - September 30, 1998 

Note: The FY 1997/98 budget should be taken from your last year’s Budget Form 

2) Calculate variance between FY 1997/98 budget and actual expenditures 

3) Explain any variances in the space provided - attach additional pages, if necessary 

4) Report projected budget for October 1, 1998 - September 30, 1999 





FY 1997/98 
Budget 


FY 1997/98 
Expenditures 


FY 1997/98 
Variance 


FY 1998/99 
Budget 


Federal Funds 


$ 


$ 


$ 


$ 


State Funds 










Local Funds 










In Kind 




















Total 


$ 


$ 


$ 


$ 



Explain variances between FY 1997/98 budget and actual expenditures: 



Subregional Librarian Signature Date Fiscal Agent Si gnat ure 



Date 



BPH Library Name: 
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717 W. Allegan, PO Box 30007, Lansing, MI 48909-9775 

FY 1998/99 LIBRARY COOPERATIVE ANNUAL REPORT 
and STATE AID APPLICATION for 
Reporting Year October 1, 1997 through September 30, 1998 

Michigan 

This Annual Report or a Letter of Intent to File an Annual Report must be postmarked on or before February 1 , 1999 
in order for the Cooperative to be eligible for 1998/99 state aid. Directo your completed application and all questions to: 
Library of Michigan, Attention: Ed Willoughby at ewilloug@libofinich.lib.mi.us or (517) 373-7147 



SECTION A: CURRENT INFORMATION 



Complete Parts I-VII with information that is current as of the filing date. 



PARTI: DIRECTORY INFORMATION 



COOPERATIVE NAME: 


COOPERATIVE SERVICE POPULATION: 


STREET ADDRESS (NUMBER, STREET, ETC.): 


COOPERATIVE BUSINESS OR DIRECTOR’S E-MAIL ADDRESS: 


CITY: ZIP CODE - ZIP PLUS 4 : 


COOPERATIVE WEB ADDRESS: 
http: // 


DIRECTOR’S NAME: 


COOPERATIVE PHONE NUMBER: 
( ) 


COOPERATIVE FAX NUMBER: 
( ) 



PART II: LIBRARY COOPERATIVE BOARD MEMBERS 



List current Board members. Add an additional page if needed to list the entire Board. 



Position 


Name 


Address 


Daytime Phone 


Library 

Represented 


1 . Chairperson 










2. Vice Chair 










3. Treasurer 










4. 










5. 










6. 










7. 










8. 










9. 












Library of 
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PART III: COOPERATIVE STAFF 

Include director and all staff performing Cooperative functions paid by all sources. 



Employee Category 


Number of 
employees in this 
category 


Hours per Week 
on Cooperative 
Activities 


Full Time Equivalents 
(Hours per Week/40) 


ALA-MLS Librarians 








Other Librarians 








Other Staff 








Totals 









PART IV: COOPERATIVE MEMBERSHIP 

Provide the number of each type of library that are currently official or associate members. 



Public Libraries 




Academic Libraries 




School Libraries 




Special Libraries 




State Institutional Libraries 




Total 





PART V: COOPERATIVE SERVICES 



A. Check the box for each of the following services that the Cooperative offers to members. 

• Accounting/Business Services □ 

• Audiovisual Services □ 

• Automation Services/Consulting Q 

• Bibliographic Services Q 

• Cataloging/Materials Processing Q 

• Circulating/Lending/Rotating Collection Q 

• Continuing Education Services □ 

• Document Delivery - Physical (e.g. van) Q 

• Document Delivery - Electronic (e.g. Ariel) Q 

• Interloan Services (borrowing/lending) □ 

• Internet Accounts/Support □ 

• Group/Centralized Purchase - Collections □ 

• Group/Centralized Purchase - Equipment Q 

• Group/Centralized Purchase - Computer Hardware/Software Q 

• Printing/Graphic Services Q 

• Reference Services □ 

• Research and Development □ 

• Technology Consulting Q 

• Youth/Y oung Adult Services Q 

• Other □ 



ERIC 



W ative Name: 
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B. Continuing Education/Training: Cooperative Reporting Year Detail 
Provide information for workshops and training modules sponsored or co-sponsored during FY 1997/1998 



Workshop/Module Subject 


Number Offered 
during 1997/98 


Estimated Total 
Attendance 


Advanced Internet Training 






Basic Internet Training 






Community Information Development 






Computer Maintenance and Repair 






Computer Networking 






Creating Web Pages 






Searching AccessMichigan 






Other Training & Workshops 






Totals 







PART VI: COOPERATIVE TECHNOLOGIES 

1 . | |Yes | |No Does the Cooperative operate an automated library system? 

If yes: 

A. Check or provide the name of the system used. (Check only one box) 

□ CLSI □ Follett □ LibNet 

I I Data Trek Q Galaxy Q Precision One 

I I DRA Q GEAC Q Winnebago 

I I Dynix Q Innovative Interfaces Q Other (specify) 

Inc. (Ill) 

B. Niunber of member libraries participating in this system. 

C. Check which modules are installed, operational, and in use: (Check all that apply) 

I | Acquisitions Q Cataloging Q Circulation Q Community Information 

I I ILL n OPAC Q Serials 

VlOPAC - Z39.50 Compliant 
rnOPAC - Closed Stack Access 



2 . 



3. 



Number of computers that the Cooperative provides for staff or member use. 

PC equipped with 386 or older processor 
PC equipped with 486 processor 
PC equipped with Premium processor 
Macintosh with 040 or older processor 
Power Macintosh 



I |Yes | |No Does the Cooperative operate a Local Area Network (LAN)? 

If yes: 

A. Type of LAN operating system software used. (Check all that apply) 

I I Appletalk □ LANtastic □ Novell 

I | Windows 95 Peer to Peer Q Windows for Workgroups Q Windows NT 

I | Unix □ Other (specify) [J Winnebago 






©operative Name: 



168 
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B. Type of client operating system software used? (Check all that apply) 

I | Digital Path works □ LAN Smart □ Windows 98 

| | DOS □ Macintosh Operating System □ Windows for Workgroups 

| | Invisible LAN □ Windows 3.1 □ WindowsNT 

I | LAN Manager □ Windows 95 □ Other (specify) 



□Yes ONo Does your Cooperative have a written technology plan? 
If yes: Month/Y ear 

A. Date of last revision 



l 



B. □ Yes QNo Does this plan include your member libraries? 

5. Check the boxes below to indicate technology services offered by the Cooperative. 



ADA compliant workstation (for physically or visually disabled) 
CD-ROM Network 

Community/Cooperative Internet Network 
Email account or access 
File Transfer Protocol (FTP) 

Group licensing of databases 
Group licensing of software 
Laptops/projectors for training 
Locally created database (other than catalog) 

Online Database Searching (Dialog, BRS, etc.) 

Remote access to Cooperative catalog 
Remote access to Cooperative catalog via Internet 
Telephone TDD access 
Telnet access 

Union Catalog on CD-ROM 
Union Catalog online via dial-in 
Union Catalog online via Internet 
World Wide Web access 



□ Dedicated connection direct from vendor (e.g.. Merit, Ameritech) 

□ Dedicated connection through wide area network (WAN) 

□ Dial access 



Staff 


Member 


Only 


Libraries 


□ 


□ 


□ 


□ 


□ 


□ : 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ : 


□ 


□ : 


□ 


□ 


□ 


□ : 


□ 


□ 


□ 


□ , 


□ 


□ . 


□ 


□ , 


□ 


□ ; 


□ 


□ 


□ 


□ 


□ P 

6. If the Cooperative Has act 



(Check all that apply) 
A. Type 



□ 128K (ISDN) □ 64K (ISDN) 

□ 28.8K □ 19.2K or 



slower 



B. Speed □ Cable Service □ T1 

□ 56K □ 33.6K 

PART VII: COOPERATIVE FIDELITY BONDING 

FIDELITY BOND COVERAGE (Attach a photocopy of the current policy/declaration form) 

Insurance Company Nam e 1 • 

Policy Period TO 






Insurance Coverage Amount 



$ 






I uYr rat i ve Name: 
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SECTION B: REPORTING YEAR INFORMATION 



Complete Parts I-III with information for the Reporting Year October 1, 1997 through September 30, 1998 



PARTI: COOPERATIVE INCOME 



Uniform 
Chart of 
Accounts No. 


Source of Income 


Amount 

(Round figures to nearest dollar) 


539 


1. DIRECT State Aid 




580 


2. INDIRECT State Aid [16(4) membership fees] 




539 


3. State funds for Subregional Libraries 






A. TOTAL STATE INCOME (sum 1 thru 3) 


A. 


501 


B. FEDERAL INCOME 


B. 




4. Associate Membership Dues 






5. Other income (specify) 






6. Other income (specify) 






C. TOTAL OTHER INCOME (sum 4 thru 6) 


C. 


TOTAL INCOME (sum A thru C) 





O 

FRir 



ooperative Name: 
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PART II: COOPERATIVE EXPENDITURES 



Uniform 
Chart of 
Accounts No. 


Expenditure Category 


Total 

Expenditures 


702 


1. Salaries and Wages 




702 


2. Fringe Benefits 




A. TOTAL STAFF EXPENDITURES 
(sum I thru 3) 


A. 


850 


3. Books/Print Materials 




850 


4. AV/Non-Print Materials 




850 


5. Subscriptions (for non-electronic) 




850 


6. Materials/Subscriptions (electronic) 




B. TOTAL COLLECTION EXPENDITURES 
(sum 3 thru 6) 


B. 


727 


7. Office Supplies 




775 


8. Repair and Maintenance Supplies 




801 


9. Professional Contractual Services 




860 


10. Transportation 




900 


11. Printing and Publishing 




910 


12. Insurance & Bonds 




— 920 


13. Public Utilities 




930 


14. Repairs and Maintenance 




940 


15. Rentals 




956 


16. Miscellaneous 




977 


17. Equipment 




C. TOTAL OTHER EXPENDITURES 
(sum 7 thru 17) 


C. 


TOTAL EXPENDITURES 
(sum A thru C) 





PART III: COOPERATIVE AUDIT 



Name of the audit firm performing the 1997/98 12-month audit: 



CERTIFICATION OF INFORMATION 

1 certify that the information on this lorm truly reflects Cooperative activities 
and that all financial information can be verified by audit. 



Cooperative Director (Signature) Cooperative Board Chair (Signature) 



Date Signed Date Signed 

Section B Reporting Year Information - Page 6 
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ALA-MLS Librarians by Library Class 
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ss II: Outlets, Holirs, arid Staff Serving 4,000 - 6,999 
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ss II: Operating Income =• ; Serving 4,000 - 6,999 
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1 Senior Level Librarian 1 


Annual Salary j 
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E 

>< 

CO 


12,064 

10,166 

21,632 

7,680 

13,650 

10,000 

12,000 

7,200 

$10,122 


| Minimum 


11,310 

10,166 

21,632 

7,500 

1 

7,717 

12,000 

5,900 

$8,389 


Avg. 

Hours Per 
Week 


29 

23 

50 

20 

35 

28 

40 

20 

25.8 


ALA-MLS 

Degree 
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T 
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.0% 


I Department/B ranch Head 


Annual Salary 


| Maximum 


$8,392 


| Minimum 


$7,184 


Avg. 

Hours Per 
Week 


21.0 


ALA-MLS 

Degree 


| Required 
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1 Assistant Director 


Annual Salary 
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E 

>< 

CO 
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5,070 

8,840 

12,560 

16,445 

9,500 

9.600 
15,000 

17,940 

15,080 

8.600 

$11,815 


| Minimum 
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8,840 
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7,300 
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6,600 

$10,883 


Avg. 

Hours Per 
Week 
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I Library Clerk [ 


Annual Salary 


Maximuml 


8,528 

5,850 

15.000 

10.000 

5,400 

2,344 

9,484 

5,400 

2,772 

6,000 

8,740 

3,640 

5,460 

11,960 

4,680 

8,000 

5,800 

9,500 

2,700 

$7,411 


1 Minimum 


Sill 1 5 SS §S ?t§§8 § 

9. °°. TO ©O^Nt- CD CO S S CO O S CO 

CD U3 O" O IT) (N O) if) r- in 00 TO CO CO N U) O) N* CO 


Avg. 

Hours Per 
Week 


io to cd oo o o coo ^ co o ^ o oo 

CSJ^-tOCVJ -r- CN -r- -r- CN CN ^ CN CN S 

CO 

T- 


ALA-MLS 

Degree 


1 Required 


.0% 


1 Computer Technology Specialist 


Annual Salary 


1 Maximum 


9,152 

14,332 

$9,284 


| Minimum 


9,152 

14,332 

$9,284 


Avg. 

Hours Per 
Week 


22 

28 

20.7 


ALA-MLS 

Degree 


] Required 


1 

1.3% 


j Entry Level Librarian 


r Annual Salary 


| Maximum 


l 9,100 

8,000 

6,864 

9,000 

7,800 

5,900 

$6,708 


E 

D 

E 

c 

i 


9, IOC 

7,800 

6,864 

7,717 

7,800 

5,900 

$6,158 


Avg. 

Hours Pei 
Week 


25 

19 

22 

28 

22 

20 

19.2 


ALA-MLS 

Degree 

Required 


.0% 
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1 Senior Level Librarian 1 


Annual Salary j 


| Maximum | 


$ 

18,600 

20,292 

32.000 

21,632 

22.000 

24.000 

33,047 

27.000 

32.000 
18,927 

22,495 

17,113 

36.000 

36,724 

22,679 

13,354 

29,570 

35,307 

52,594 

40,404 


E 

a 

E 

c 

2 


$ 

18,600 

16,860 

24,500 

20,800 

22,000 

22*000 

27,188 

24.000 

28,438 

18,378 

22,495 

16.000 
34,000 

31,250 

20,534 

11,170 

29,570 

27,061 

30,484 

29,560 


Avg. 

Hours Per 
Week 


* ° ° ° §§ » a 8 s?s § & ss 


ALA-MLS 

Degree 


1 Required 


X X XX XXX XX x X XXX 


I Department/Branch Head 


Annual Salary 


I Maximum 


$43,296 

21,964 

38,458 

27,000 

24,960 

48,645 

27.000 

36,707 

35,903 

25.000 

30,100 

20,573 

28,860 

56,802 

40,404 


| Minimum 


$37,894 

21,964 

34,961 

20,800 

24,960 

34,889 

20,000 

30.000 
35,903 

20,800 

17,500 

17,141 

28,860 

32,923 

37.000 


Avg. 

Hours Per 
Week 


° « ° ° ° ° 8 ? ? ss: ss 


ALA-MLS 

Degree 


| Required 


X XX X XXX xx 


I Assistant Director 


Annual Salary 


| Maximum 


$43,296 

22,180 

20,730 

42,528 

31.000 
17,200 

11,050 

18,870 

38.000 

24,700 

45,526 

20,171 

20,818 

29,869 

28,773 

26,250 

26,564 

39,461 

25,209 

36,229 

65.000 


| Minimum 


$37,894 

22,180 

20,126 

33,218 

25.000 
17,200 

11,050 

16,956 

30.000 

19,760 

40.000 

18.000 

21,509 

29,869 

28,773 

26,250 

26,564 

30,244 

18,595 

23,429 

37,000 


Avg. 

Hours Per 
Week 


°”°°°° S3 ° « ° S 8S333 S 3 S S 


ALA-MLS 

Degree 

Required 


X 

X 

X 

X 

X 

X 

X 

X 

X 
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Class VI Summaries: 41 Libraries Reporting Total Service Population 5,700,884 
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Library of 
Michigan 



717 W. Allegan, PO Box 30007, Lansing, MI 48909-9775 

FY 1998/1999 PUBLIC LIBRARY ANNUAL REPORT 
SECTION A: CURRENT INFORMATION 



This Annual Report or a Letter of Intent to File an Annual Report must be postmarked on or before February 1 1999 to he 
eligible to receive state aid. 

See instructions for clarification on how to complete this form. Refer questions regarding this form to Denise Sachau at 
dsachau@libofmich.lib.mi.us or (5 1 7) 373-5867. 



This information is current as of (date this report is filed) 

PARTI; DIRECTORY INFORMATION 



CURRENT LEGAL NAME OF MAIN LIBRARY 


PREVIOUS LEGAL NAME OF MAIN LIBRARY - 


STREET ADDRESS (NUMBER, STREET, ETC.) 


CITY 




ZIP+4 


PHONE NUMBER 


TELEFAX 


TDD PHONE NUMBER 


COUNTY 


LIBRARY ORGANIZATION TYPE 

□ □ □ □ □ □ 

City County District School District Township Village 


MICHICARD MEMBER 
| [Yes | [ No 


NAME OF CURRENT LIBRARY DIRECTOR 


NAME OF LIBRARY COOPERATIVE 




EMAIL ADDRESS OF LIBRARY DIRECTOR 


WEB ADDRESS 










http: / / 







PART II: CURRENT SCHEDULE OF OPEN HOURS 



MONDAY 


TO 


FRIDAY 


TO 


TUESDAY 


TO 


SATURDAY 


TO 


WEDNESDAY 


TO 


SUNDAY 


TO 


THURSDAY 


TO 





ALTERNATE LIBRARY SCHEDULE 
3 eriod of Alternate Schedule: From: 



(mo/day/yr) To:, 



(mo/day/yr) 



MONDAY 



TUESDAY 



TO 



TO 



FRIDAY 



SATURDAY 



TO 



TO 



WEDNESDAY 



TO 



SUNDAY 



TO 



FHURSDAY 



TO 



ERIC 
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PART HI: NON-RESIDENT FEES INFORMATION 



Do you charge a non-resident fee? | 1 Yes | | No If yes, fee is: Annual | | One-Time | | 

Fee schedule or non-resident rate: (Example: $35/family; $25/individual) 



PART IV: TECHNOLOGY 

1 . Are your library operations automated? | | Yes | 1 No 

If yes: 

a. What library system is in use? (Check only one box) 



□ 


CLSI 


f | Follett 


□ 


LibNet 


□ 


Data Trek 


| | Galaxy 


□ 


Precision One 


□ 


DRA 


1 1 GEAC 


□ 


Winnebago 


□ 


Dynix 


1 1 Innovative Interfaces 

' — ' Incorporated (EH) 


□ 


Other (specify) 



b. Which of the following automation modules are installed, operational and in use? 

(Check all that apply) 

[ | Acquisitions | | Cataloging | | Circulation 1 | Community Information □ ILL 

[ I Media Booking I I OP AC I I Serials □ Other (specify) 

I ' I Z39.50 Compliant 
dj Closed Stack Access 

How many of the following computers in your library are primarily used by staff or by public? 

(Each computer should be included in only one column) 

Staff Public^ 

PC equipped with 386 or older processor 
PC equipped with 486 processor 
PC equipped with Pentium processor 
Macintosh equipped with 040 or older processor 
Power Macintosh 

□ Yes I I No 



Does your library have a Local Area Network (LAN)? 

If yes: 

a. Type of LAN operating system software used? (Check all that apply) 

j | Appletalk | | LANtastic | | Novell | | Windows 95 Peer to Peer | | Windows for Workgroups 

| | Windows NT □ Unix □ Other (specify) 



If yes: 

b. Type of client operating system software used? (Check all that apply) 



1 1 DOS 


I | Windows 98 


I | LANSmart 


1 1 Windows 3.1 


I | Windows for Workgroups 


I | Invisible LAN 


1 1 Windows 95 


I | Digital Pathworks 


1 | Macintosh Operating System 


1 1 Windows NT 


| | LAN Manager 


I | Other (specify) 



If no: 

c. Type of operating system software used? (Check all that apply) 

□ DOS □ Windows 3.1 □ Windows 95 □ Windows 98 □ Windows NT 

□ Macintosh Operating System □ Other (specify) 



O 



, Jbrary Name: 
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Which of the following services does your library offer? 

If your library offers none of the following services check this box 
Staff Mediated Direct 

Use Public Public (Check only one box Der service'! 



□ 



Only 


Access 


Access 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


5. Does your library have a< 



ADA compliant workstation (accessible to the visually, and/or physically disabled) 
Remote access to your library catalog via internet 
Remote access to your library catalog via dial-in 
Telephone access via Telephone Device for the Deaf (TDD) 

Telefax available for use by patrons 
Word processing software 
Database software 
Spreadsheet software 

ccess to the internet? | | Yes | | No 

11 yes: 

a. Connection types (Check all that apply) 

1 | Dedicated connection directly from telecommunications vendor, ie. Merit, Ameritech 

□ Dedicated connection through a wide area network (WAN), e.g. cooperative shared system 

□ Dial access 

b. Speed of connection: (If library is part of a WAN, indicate the speed between the library and the WAN, not 
between the WAN and the Internet.) (Check all that apply) 

I I Cable Service □T1 ni28K(ISDN) n64K(ISDN) □56K □33.6K n28.8K □^wef 

c. The library offers the following Internet services: 

Staff Mediated Direct 



Use 

Only 


Public 

Access 


Public (Check only one box per service) 
Access 


□ 


□ 


□ 


Email 


□ 


□ 


□ 


File transfer protocol 


□ 


□ 


□ 


Telnet 


□ 


□ 


□ 


World Wide Web 


□ 


□ 


□ 


Printing Internet material 


□ 


□ 


□ 


Downloading to disk 


□ 


□ 


□ 


Filtering software 



6. We are trying to determine technology training needs in Michigan. 

Please i dentify the number of your library staff in need of the following training: 

Basic Internet searching 
Community information development 
Computer maintenance and repair 
Computer networking 
Creating web pages 

Searching AccessMichigan . ». 



O Name;. 

ERIC 



6 £&. 
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7. Does your library have a written technology plan? □ Yes □ No 

If yes: Month/Year 

a. Date of last revision: | [ 

8. How is your library involved in an on-line community information network? 

□ Not involved 

| | Contributor/participant 

□ Coordinator/project leader 



PART V: SALARY AND BENEFIT INFORMATION 



ALA-MLS 
jee Required? 


Avg Hr s/ Week 


Annual Salary Range 

(You must complete both boxes) 


Yes 


No 




Minimum 


Maximum 


□ 




□ 







































































































Position 



Director 

Certification Level 

i,n,m,iv,v,vi,vn or nc) 

NC = Not Certified 



Assistant Director 
Department/Branch Head 
Senior Level Librarian 
Entry Level Librarian 
Computer/Technology Specialist 
Library Clerk 



Director Benefit Information (Check each of the following benefits which are paid (all or part) for Director). 



Health Insurance 


□ 


Vision Insurance 


□ 


Deferred Compensation 


□ 


Dental Insurance 


□ 


Paid Sick Leave 


□ 


Disability 


□ 


Life Insurance 


□ 


Paid Vacation 


□ 


Paid Personal Days 


□ 


Pension 


□ 


Paid Holiday(s) 


□ 






Other (specify) 


1 











PART VI: MILLAGE INFORMATION 



Millage Rate 
Authorized 


Millage 

Authorization Date 


Millage Rate 
Levied 


Millage Expiration 
Date 


Millage Voted 
in Perpetuity 


Month 


Year 


Month 


Year 














□ 














□ 














□ 



, library Name: 



629 



Section A Current Information - Page 4 

9/98 



PART VII: TRUSTEES REPORT 

All Public Libraries must complete this page. Report the most current information. Report all Board changes to Linda Neely at 
lkneely@libofmich.lib.mi.us or (517) 373-1296. 



Main Library City: 

Main Library County: 

Main Library Name; 

Current Organizational Statute: 

Total Number of Voting Members Required by Statute or Legal Establishment Documents. 

If recently reorganized, provide re-establishment date and statute; 

School district libraries organized under Public Act 451, 1976 must report two boards. List the School 
Board on this page. List the Advisory Board on a separate sheet. 



Trustee Name 


Check if 
Voting 
Member 


Mailing Address 


Phone Number 


Term Expires 


Month 


Year 


President 


□ 


Street 
City/Zip 
Email Address 


( ) 






Vice President 


□ 


Street 
City/Zip 
Email Address 


( ) 






Secretary 


□ 


Street 
City/Zip 
Email Address 


( ) 






Treasurer 


□ 


Street 
City/Zip 
Email Address 


( ) 








□ 


Street 
City/Zip 
Email Address 


( ) 








□ 


Street 
City/Zip 
Email Address 


( ) 








□ 


Street 
City/Zip 
Email Address 


( ) 








□ 


Street 
City/Zip 
Email Address 


( ) 








□ 


Street 
City/Zip 
Email Address 


( ) 







The Library Trustees are: | | Appointed □ Elected | | Municipal Governing Body 




■ Name; 
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Library of 
Michigan 



717 W. Allegan, PO Box 30007, Lansing, MI 48909-9775 

FY 1998/99 PUBLIC LIBRARY ANNUAL REPORT 

SECTION B: REPORTING YEAR INFORMATION 

State Aid Application 



This Annual Report or a Letter of Intent to File an Annual Report must be postmarked on or before February 1, 1999 to be 
eligible to receive state aid. 

See instructions for clarification on how to complete this form. Refer questions regarding this form to Denise Sachau at 
dsachau@libofmich.lib.mi.us or (517) 373-5867. 

Unless otherwise indicated, all information requested is for the Main Library and all Branches, 
for the most recent fiscal year completed prior to 10/01/98. 



For the report period: / / to / / 

mo day yr mo day yr 

PARTI: ADMINISTRATIVE ENTITY INFORMATION 
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PART H: HOURS OPEN AND SQUARE FOOTAGE SUMMARY 
Complete every box. Leave no box blank. Enter “0” (zero) if none. 



Outlet Type 


Number 
operated during 
reporting year 

A 


State Aid 
unduplicated 
scheduled average 
hours per week 
B 


Total annual public 
service hours for 
the reporting year 

C 


Total Square 
Footage 

D 


Central Library(ies) 


























Branch(es) 


























Bookmobile(s) 








Not applicable 
for state aid 








Not applicable 


Totals 



























PART HI: PAH) STAFF 

If updates are required, record the reporting year information in the blank boxes. Complete 
every box. Leave no box blank. Enter “0” (zero) if none. 

Report figures as of the last day of the reporting year. Include all positions funded in the library’s budget 
whether those positions are filled or vacant. 





Employee Category 


Number of paid 
employees in this 
category 


Total hours per 
week worked by 
these employees 


Full Time 
Equivalents 
Total hours/40 












i. 


ALA-MLS Librarians 








































2. 


Total Librarians (including #1) 




























! 


All other staff paid from 








3. 


library’s budget, including 
security and maintenance 






























Total Paid Employees 
(line 2 + line 3) 





































O Name; 

ERIC 
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PART IV: OPERATING INCOME (Use whole numbers only) (Duplicate page if necessary) 

A. Legal Service Area 
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PART VI: OPERATING EXPENDITURES (Use whole numbers only) 
Complete every box. Leave no box blank. Enter “0” (zero) if none. 



A. Staff Expenditures 



Category 


Total 


Salaries & Wages 








Employee Benefits 








Total Staff Expenditures 









C. Operating Expendit ures for Electronic Access 

Total 



D. Other Operating Ex penditures 

Total I 



B. Collection Expenditures 



Category 


Total 


Books/Print Materials 








AV/Non-Print Materials 








Subscriptions 
(non-electronic format) 








Library Materials/ 
Subscriptions in 
ElectronicFormat 








Total Collection 
Expenditures 









PART VUI: LIBRARY COLLECTIONS 



E. Total Operating Exp enditures 

Total 



PART VII: CAPITAL OUTLAY (Use whole 
numbers only) 



Category 


Total 


Capital Expenditures 
for Electronic Access 








Furnishings and 
Equipment Expenditures 








Building Expenditures 








Total Capital 
Expenditures 









Complete every box. Leave no box blank. Enter “0” (zero) if none. If exact amount is 
unknown, enter estimate. 





Name: 
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PART IX: SERVICES 

Complete every box. Leave no box blank. Enter “0” (zero) if none. If exact amount is 
unknown, enter estimate. 



A. Library Visits F. 



B. Children’s Program Attendance 



G. 



C. Circulation Transactions 



Total Circulation 








Circulation of 
Children’s Materials 









D. Reference Transactions 



Access to Electronic Services 



Did your library provide access to 
electronic services (e.g. 
bibliographic and firll-text 
databases, multi-media products)? 


Yes 

□ 


No 

□ 


Access to the Internet 



Did your library have access to the Internet? 
Yes No 

□ □ 



If your library had Internet access, Internet was used 
by (select one): 

□ Library staff only 

□ Patrons through a staff intermediary only 

□ Patrons either directly or through a staff 
intermediary 



E. Interlibrary Loans 



Number of items loaned to other libraries 








Number of items borrowed from other libraries 
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PARTX; CERTIFICATION OF PUBLIC LIBRARY PERSONNEL 



Employee Name 
(as it appears on 
Certificate) 


Michigan Drivers 
License or Michigan 
ID Number 


Last 4 
Digits Soc. 
Sec. No. 


No. Hours 
Worked Per 
Week 


Certificate 

Level 

Code* 


Date of Hire (if new) 
OR Date Certificate 
Expires (if level VII) 


Library Director 








- 









































































































































































































































Level Code* 


Certificate 


Eligibility Qualifications 


I 


Librarian’s Permanent Professional Certificate 


MLS with 4 or more years’ professional experience 


n 


Librarian’s Professional Certificate 


ALA accredited Master of Library Science degree 


m 


Special Professional Certificate 


Master’s degree in any subject 


IV 


Limited Professional: Class A 


Bachelor of Library Science or Library School enrollment 


V 


Limited Professional: Class B 


Bachelor’s degree in any subject 


VI 


Library Technician’s Certificate 


Accredited Associate of Library Technology degree 


vn 


Certificate of Library Experience 


Beginning Workshop; must renew every 3 years 



ERJC Name ' 
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PART XI: CERTIFICATION OF INFORMATION 



I certify that the information provided on this application truly represents the library’s activities and that the 
financial information can be verified by audit. 



Authorized Official Name and Title 

Type or Print Name Title 



Date 

Signature (Original Signature Only) 



Contact Person Name and Title 

(If different than authorized 

official) Type or Print Name Title 



Date 

Signature (Original Signature Only) 



Contact Person Phone Number 
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Library of 
Michigan 



FY 1998/1999 PUBLIC LIBRARY ANNUAL REPORT 

SECTION A INSTRUCTIONS: CURRENT INFORMATION 

Provide information that is current at the time of filing this report. 

PARTI: DIRECTORY INFORMATION 

Contact Linda Neely at the Library of Michigan to report directory information (PARTI) changes as they occur 
throughout the year, (see accompanying LM contact list) 

Current Legal Name of Main Attach documentation authorizing legal name change, such as Board minutes or 

Library: establishment documentation. 



Previous Legal Name of Main 
Library: 

Street Address 
(number, street, etc,): 

City: 

Zip+4: 

Phone Number: 

Telefax: 

TDD Phone Number: 

County: 

Library Organization Type: 



Complete if name change occurred since last annual report was filed. 

The complete street address of the main library. Do not report a post office box or 
general delivery. 

The city or town in which the main library is located. 

The standard five-digit postal zip code and the four-digit postal zip code extension for 
the street address of the main library. 

The telephone number of the main library, including area code. 

The telephone number for the telefax machine used for administrative purposes at the 
main library, including area code. 

The number to be called when utilizing a Telephone Device for the Deaf (TDD). 

The county in which the main library is located. 

Check the “type name” reflecting the library’s current organizational structure 
according to establishment statutes. 



MichiCard Member: Indicate whether the library currently participates in the MichiCard program. 

Name of Main Library Director: The name of the current official director of the main library. If the director position is 

vacant at the time of filing this report, provide the name and title for the acting or 
interim director and label as such. 



Name of Library Cooperative: Provide the name of the library cooperative if the library is a member at the time of 

filing the Annual Report. If the library is not a member at the time of filing, indicate 
“none”. 



Internet Email Address: 
Web Address: 

O 




The address to be used to contact the library director via the Internet. 

If your library has a home page accessible over the Internet, please include the web 
address. Example: www.library.lib. mi.us/library.html 

Section A Current Information Instructions - Page 1 




PART II: CURRENT SCHEDULE OF OPEN HOURS 



Record current scheduled horn’s for the main public library. Record the current information in the blank boxes. If 
primary public library service is to be provided at a different location from the administrative offices, duplicate this pag 
and complete Directory Information and Current Schedule of Open Hours for both locations. For each outlet, use 
Section A - Page 1 A. For more than one outlet, copy this page as many times as needed, or attach a schedule that 
includes all the requested information. Do not include service outlets that are not administered by the library system. 
Only include branches or bookmobiles. 

Current Schedule: Indicate the current scheduled hours for the main public library. 

Alternate Schedule: This chart should only be completed if the library operates on an alternate schedule for 

5 or fewer months of the year. 

Period of Alternate Schedule: Provide the beginning and ending dates for the alternate schedule, as planned for the 

(mo/day/yr...mo/day/yr) current year. Then enter open and closing hours for each day of the week during the 

alternate schedule. 

PART III: NON-RESIDENT FEES INFORMATION 

Mark an “x” in the Yes or No box to indicate whether your library charges library card fees to any persons living 
outside of your service area. If you answered “Yes” provide the Fee Schedule or Non-Resident Rate. Fill in the blank 
box with the current information. 

PART IV: TECHNOLOGY (see form for instructions) 

PART V: SALARY AND BENEFIT INFORMATION 

Report current information for this section. Pay scale information should be the most recently available for your library 
Director/Head Librarian and staff. Report salary information for filled and vacant positions. Include benefit package 
information for your library Director/Head Librarian only. 

Director/Head Librarian and Using the library’s current pay scale, indicate if the positions require an ALA-MLS 

Library Staff 1 : degree, the average hours worked per week, and the annual salary range for the 

classifications listed for the main library. Position titles may not reflect exact titles 
used at your library. Use the closest match. Report both minimum and maximum 
annual salary costs. 

Benefit Information: Mark an “x” after each benefit category if your library pays any portion or all of that 

benefit for your Director/Head Librarian. If a selection does not apply, leave it blank. 



PART VI: MILEAGE INFORMATION 

Millage Rate Authorized: Enter the latest millage rate approved by the voters in your service area. This is the 

maximum that the library may levy. 

Millage Authorization Date: Enter the month and year when the latest millage was approved by the voters in your 

service area. 



Millage Rate Levied: Enter the latest millage rate levied for library services. This is the rate that actually 

was used in determining property taxes. 

Millage Renewal Date: Enter the month and year when the millage will be voted on for renewal. If the 

millage was voted “in perpetuity,” leave date blank and indicate this by putting a 
check mark in the Millage Voted in Perpetuity box. 



640 



Section A Current Information Instructions - Page 2 



PART Vn: TRUSTEES REPORT 



List the names of Trustees who are serving at the time this report is filed. Be sure to complete the “Term Expires” 
column. 

Do not list Trustees whose terms have expired at the time of filing this report. 

Library Staff Members may not be voting members of the Board of Trustees. 

School District Libraries organized under Public Act 451, 1976, must report both their legal School Board and their 
Library Advisory Board. 



If a Board position is vacant at the time of filing, make an entry for the vacant position to verify that your Board will 
have the appropriate number of Trustees. When the position is filled, contact Linda Neely to report the new Board 
member and term, (see accompanying LM contact list) 

Main Library City: Indicate the city in which the main library facility is located. 

Main Library County: Indicate the county in which the main library facility is located. 

Main Library Name: Indicate the legal name of the main library. 



Current Organizational Statute: Indicate the Michigan library establishment statute under which the library is currently 

organized, (see list on next page) 

Total Number of Voting Members Indicate the number of voting members required by statute or legal establishment 
Required by Statute of Legal document. 

Establishment Document: 



Trustee Name: 



Voting Member: 
Mailing Address: 



Internet Email Address: 



List the legal name for each current Board of Trustees member, beginning with 
officers. Leave blank line for vacancies and contact the Library of Michigan when the 
positions are filled. 

Indicate if trustee is a voting member of your Board. 

Provide a current mailing address for each Board member. Include street number and 
street name, city and zip code. Provide two-letter state code only if the person resides 
outside of Michigan. 

The address is to be used to contact the trustee via the Internet. 



Phone Number: Provide the phone number at which each individual can be reached during the day. 

Term Expires (mo/yr): List the month and year the term for each Board member will expire. If an individual 

serves on the Board as a function of his municipal office, write “ex officio” in this 
space. 



Library Trustees are Appointed, 
Elected, Municipal Governing 
Body: 



Check the box which describes how your library Board members are designated. Only 
one box should be checked. 



0 
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Library Establishment Statutes 



Library Organization 



Statute 



City Libraries 1877 PA 164, Section 1 

1877 PA 164, Section 10a 
1877 PA 164, Section 15 
City Charter 
City Ordinance 

County Libraries 1 9 1 7 PA 1 3 8 



District Libraries 



School District Libraries 



1989 PA 24 

(Note: district libraries established prior to 1989 
are also now under this statute) 

1976 PA 451 
(Michigan School Code) 



Township Libraries 1877 PA 164, Section 10 

Village Libraries 1877 PA 164, Section 10 
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Library of 
Michigan 

FY 1998/99 PUBLIC LIBRARY ANNUAL REPORT 
SECTION B INSTRUCTIONS; THE REPORTING YEAR 

Unless otherwise indicated, all information is for the Main Library and all Branches. Financial information must be 
precise for income and expenditures during the reporting year and should be reported in whole dollars. Other 
statistical information should be estimated if exact counts are not available. Do not leave blank spaces. Enter “0” 
(zero) if the library did not offer the service, did not offer that type of material, did not spend or receive money in that 
category, or if the question does not apply to your library. This report, or a letter of intent to file, must be 
postmarked on or before February 1, 1999 to be eligible to receive state aid. If a letter of intent to file is 
submitted, the original Annual Report must be postmarked on or before March 31, 1999. 

Report Year: Most recent fiscal year completed prior to October 1, 1998, even if that means reporting less than 

12 months of data. The reason for reporting less than 12 months of data could be due to a change 
in legal status, change in fiscal year, etc. If your reporting year has changed, provide 
documentation authorizing the change, such as board minutes. 

PARTI: ADMINISTRATIVE ENTITY INFORMATION 

Attach documentation authorizing legal name change, such as 
board minutes or establishment documentation. 

The complete street address of the main library. Do not report a 
post office box or general delivery. 

The city or town in which the main library is located. 

The standard five-digit postal zip code and the four-digit postal zip 
code extension for the street address of the main library. 

The telephone number of the main library, including area code. 

The county in which the main library is located. 

Provide the name of the library cooperative if the library was a 
member during the reporting year. If the library was not a member, 
indicate “none.” 

Select the organization type that reflects the library’s organizational 
structure according to establishment status at the end of your 
reporting year. 



Legal Name of Main Library: 

Street Address: 

City: 

Zip+4: 

Phone Number: 

County: 

Library Cooperative: 

Library Organization 
Type: 



O 

ERIC 
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Administrative Structure: Mark the box that best identifies your library’s administrative 

structure according to the following federal definitions: 

Administrative Entity Only 

An administrative entity that does not serve the public directly and 
has no direct service outlets but may provide staff, materials, and .>*■. 

services to other libraries; may receive and spend funds on behalf 
of other libraries; or may contract with other libraries to provide 
various library services. Examples are headquarters of systems, 
federations, or cooperative services. 

Administrative Entity with Multiple Direct Service Outlets 
where Administrative Offices are Separate 
An administrative entity that serves the public directly with two or 
more service outlets, including some combination of central 
library(ies), branch(es), bookmobile(s), and/or books-by-mail only. 

The administrative offices are separate from the direct service 
outlets and do not provide direct library services. 

Administrative Entity with Multiple Direct Service Outlets where 
Administrative Offices are Not Separate 
An administrative entity that serves the public directly with two or 
more service outlets, including some combination of central 
library(ies), branch(es), bookmobile(s), and/or books-by-mail only. 
Administrative Entity with a Single Direct Service Outlet 
An administrative entity that serves the public directly with one 
central library, books-by-mail only, or one bookmobile. 

PART II: HOURS OPEN AND SQUARE FOOTAGE SUMMARY 

The chart lists the hours open during the reporting year for each outlet type. For State Aid, the information provided 
here is used to verify that the library (Or the main library and its branches) met the minimum scheduled hours open per 
week requirement for its class size during the reporting year. 

Central Library(ies): One type of single outlet library or the library which is the 

operational center of a multiple-outlet library and is synonymous 
with a main library. Usually all processing is centralized here and 
the principal collections are housed here. Not all administrative 
entities have a central library and some administrative entities have 
more than one central library. 

Branch(es): Auxiliary unit of an administrative entity which has at least all of 

the following: 1) separate quarters; 2) an organized collection of 
library materials; 3) paid staff; and 4) regularly scheduled hours for 
being open to the public. 

Bookmobile(s): Traveling branch library consisting of at least all of the following: 

1) a truck or van that carries an organized collection of library 
materials; 2) paid staff; and 3) regularly scheduled hours 
(bookmobile stops) for being open to the public. Report the 
number of vehicles in use, not the number of stops the vehicle 
makes. 

Section B Reporting Year Instructions - Page 2 
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A. Number operated 
during reporting year: 



B. State Aid unduplicated 
scheduled average 
hours per week: 






If none of the outlet type were operated during the reporting year, 
put “0” (zero) in column A and leave the rest of the line blank. 

Unduplicated branch hours are hours when one or more branches 
are open when the main library is not. Do not count duplicate 
branch hours. For example: 

Main library open 9am-4pm Mon-Fri = 35 unduplicated hrs/wk 
rth Branch open Noon-8pm Tues, Thurs = 8 unduplicated hrs/open 

10am-4pm Fri = no unduplicated hrs 
South Branch open 10am-2pm Sat = 4 unduplicated hrs 

open 10am-6pm Tues-Fri = 2 hr (Fri)+2 hr (Wed) 
Total unduplicated branch hours for the system is 16. 

Total unduplicated hours for State Aid is 51 per week 

Note: Y ou must attach a schedule showing main library and 
branch library hours for the reporting year fusing unduplicated 
hours to qualify for state aid. If a public library has more than one 
branch, and if the hours for the main library building and each 
established branch library are different, the unduplicated hours 
may be added together to satisfy the minimum open hours 
requirement to qualify for state aid. The minimum open hours 
requirement must be maintained for not less than 9 months of the 
12 month operating period. If a reduced hours schedule is 

implemented, the library must be open not less than 10 hours per 
week 



C. Total annual public service Using scheduled hours as a guide, subtract known closed days or 

ours or the weeks, both scheduled and unscheduled, to derive a realistic annual 

reporting year: total hours open figure for your libraiy during the reporting year. 

D. Total Square Footage: Report the total square footage of the facility used for library 

purposes. 



PART III: PAID STAFF 



S? a11 employees paid with libraiy funds to do libraiy work or to maintain the libraiy building for the main 

} 5”* 3 ! ^ heS ’ b00 “ and other service outlets - All employees whether or not they are certified by the 
raiy Michigan are included. This chart should not include volunteers, since these figures may be used to 

fni?Z,T ave . rage staff expenditures. To ensure comparable data, 40 hours per week has been set as the measure of 

w l' Zn7 ymem ‘ u FUU TimC E£ * uivalent (FIE) staff figure by adding the total number of hours worked 

by all employees m each categoiy. Then divide the total staff hours by 40 and round to two decimal places 



ALA-MLS Librarians: 



Librarians with master’s degrees from programs of library and 
information studies accredited by the American Library 
Association. 
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Total Librarians: Persons with the title of librarian who do paid work that usually 

requires professional training and skill in the theoretical or 
scientific aspects of library work, or both, as distinct from its 
mechanical or clerical aspect. This data element also includes 
ALA-MLS. 



All Other Paid Staff: Include all other library employees paid from the reporting unit 

budget, including plant operations, security, and maintenance staff. 

Total Paid Employees: The sum of “Total Librarians” and “All Other Paid Staff.” 

PART TV: OPERATING INCOME (use whole numbers only) 



Report income used for operating expenditures as defined below. DO NOT include capital income, contributions to 
endowments, income passed through to another agency, or funds unspent in the previous fiscal year. This section 
provides detail of local, state and federal income for your library’s reporting year. Include federal, state or other 
grants except for LSCA Title II grants and grants for capital expenditures. It is important to keep accurate financial 
records for each reporting year and to be able to track local, state and federal funds separately. Although there must 
be a realistic relationship between total operating income and total operating expenditures, the figures will probably 
not balance exactly. It is important to report accurately, since the library must be able to verify any financial 
information with audited figures. For purposes of this report, Income is defined as actual cash or documented 
monetary transfer to the library fund. Do not include in-kind services, pledges and grants not received. 



Total Local Operating Income is used to meet the 3/10 mill match requirement for State Aid. If your library’s total 
service area does not meet this state aid standard, revenues from the total legal service area and individual contracted 
municipalities will be reviewed. For this reason, the Operating Income report form provides a line for each 
municipality served by your library. When completing the form: 

• If your legal service area is comprised of more than one municipality (for example, a whole county, a school 
district of two or more municipalities) the legal area income can be reported on the first line with a bracket to show 
the included municipalities. 

• If you cannot break down miscellaneous “other public local income” by municipality, report it all on the top line 
of the Legal Service Area section. 

• Only local income needs to be broken down by municipality. 

a. Legal Service Area: Name of a municipality or other designated jurisdiction served 

under statute during the reporting year. Example: school district, 
name of county (if whole county). 

Population Served: The number of people in the geographic area (as determined by the 

U.S. Bureau of the Census) for which a public library has been 
established to offer services and for which (or on behalf of which) 
the library derives income. For administrative entities that do not 
serve the public directly and have no outlets (e.g., a system, 
federation, or cooperative service), this number shall be “0” (zero). 
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Local Penal Fine Revenues 
(A): 



Income from Voted Millage 

(B): 



Appropriated Tax Income 
(C): 



Other Local Government 
Income (D): 



Total Local Government 
Income (El): 



Other Local Operating 
Income (FI): 



Millage Rate Levied: 
b. Contracted Municipality: 



O 




Report Penal Fine revenues received during the reporting year. If 
you do not know the amount received for each individual service 
area, calculate it by determining the total population your library 
serves in the county and dividing the penal fines received from that 
county by the population served to determine the per capita rate. 
Multiply the per capita rate by the population of each service area 
to determine penal fines received from each service area. If your 
library has service areas in two or more counties, you must 
determine each rate separately. 

Enter only revenues received during the reporting year from a 
dedicated library millage which was approved by a vote of the 
people. If the millage is for a multimunicipality legal service area 
(whole county or district structure), complete millage information 
on the top line only and draw brackets to indicate the inclusive 
municipalities. 

This revenue is received by the library directly from the municipal, 
county, district or school governing body. This revenue is not the 
result of a dedicated voted library millage. 

Report miscellaneous income received from local government 
sources. (Do not include user fees.) If the library received revenue 
from a Single Business Tax levied on local business, enter the 
amount in this column on the top line of the legal area chart. 

Add columns A, B, C, and D. This includes all tax and non-tax 
receipts designated by the community, district, or region and 
available for expenditures by the public library. Do not include the 
value of any contributed or in-kind services or the value of any gifts 
and donations, fines, or fees paid by individuals. 

Report miscellaneous income from local non-government sources. 
This category includes user fines and fees, collections from coin 
operated equipment, income from used book sales, fundraisers, 
library Friends events, etc. Non-capital cash contributions are 
included in this category. Include, for example, monetary gifts and 
donations received in the current year, interest, library fines, and 
fees for library services. Do not include the value of any 
contributed or in-kind services or the value of any non-monetary 
gifts and donations. If it is impossible for you to break down the 
miscellaneous income by individual municipality, report the Other 
Local Operating Income on the top line of the legal service area 
chart. 

Record the millage rate levied for the income reported in column B. 

Name of municipality or other designated jurisdiction with which 
the library has a library service contract approved by the Library of 
Michigan. 
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Population Served: 



Local Penal Fine Revenues 
(A): 



Income from Voted Millage 

(B): 



Appropriated Tax Income 
(C): 



Contract Fee Income (D): 



Total Local Government 
Income (£2): 



Other Local Operating 
Income (F2): 



Millage Rate Levied: 



The number of people in the geographic area (as determined by the 
U.S. Bureau of the Census) for which a public library has been 
contracted to offer services and from which (or on behalf of which) 
the library derives income. 

Report Penal Fine revenues received during the reporting year. If 
you do not know the amount received for each reported contracted 
municipality area, calculate it by determining the local total 
population served by your library in the county as a result of 
service contracts and dividing the penal fines received from that 
county by the population served to determine the per capita rate. 
Multiply the per capita rate by the population of each contracted 
municipality to determine penal fines received for each 
municipality. Penal fines distribution rates are different for each 
county. If your library has service contracts in more than one 
county, you must determine each rate separately. 

Enter only revenues received during the reporting year from a 
dedicated library millage which was approved by a vote of the 
people. If the millage is for a multimunicipality contract service 
area (whole county or district structure), complete millage 
information on the top line only and draw brackets to indicate the 
inclusive municipalities. 

This revenue is received by the library directly from the municipal, 
county, district or school governing body. This revenue is not the 
result of a dedicated library millage and does not include contract 
fee income. 

Revenue received from the contracted municipalities as stated in 
the library service contract. Do not include penal fine income. 

Add columns A, B, C, and D. This includes all tax and non-tax 
receipts designated by the community, district, or region and 
available for expenditures by the public library. Do not include the 
value of any contributed or in-kind services or the value of any gifts 
and donations, fines, or fees paid by individuals. 

Report miscellaneous income from local non-government sources. 
This category includes user fines and fees, collections from coin 
operated equipment, income from used book sales, fundraisers, 
library Friends events, etc. Non-capital cash contributions are 
included in this category. Include, for example, monetary gifts and 
donations received in the reporting year, interest, library fines, and 
fees for library services. Do not include the value of any 
contributed or in-kind services or the value of any non-monetary 
gifts and donations. 

Record the millage rate levied for the income reported in column B. 
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c. 



Operating Income Summary 



r 



Total Local Government Sum of El and E2. 
Income (E1+E2): 

Total Other Local Operating Sum of FI and F2. 

Income 

(F1+F2): 



Total Local Operating Sum of El, E2, FI, and F2. This figure is used to assess the 

Income library’s financial eligibility for state aid. 

(E1+E2+F1+F2): 



State Government Operating Report all funds received by your library from the State 
Income (G): government for operating expenditures, except for federal money 

distributed by the State. Include all state aid payments received by 
your library during the reporting year. 



Federal Government Report all federal government funds received by your library for 

Operating Income (H): operating expenditures, including federal money distributed by the 

State. Report grant funds received for non-capital expenditures 
from LSCA and LSTA. Do not include funds you received and 
passed through to another public library. 



Total Operating Income (I): Sum of E, F, G and H. (“Total Local Operating Income,” “State 

Government Operating Income” and “Federal Government 
Operating Income”) 



PART V : CAPITAL INCOME (use whole numbers only) 

State and Federal Capital Report state and federal governmental funds (including grants) 

Income: received by your library for the purpose of capital expenditures. 

Examples include funds received for construction, expansion and 
renovation of existing library facilities and funds received for the 
purchase of equipment, furniture, technology systems, and other 
one-time, extraordinary projects. 



Private and Local Capital 
Income: 



Total Population Served: 



Report private and local governmental funds (including bond 
income and grants for capital expenditures) received by your 
library for the purpose of capital expenditures. Examples include 
funds received for construction, expansion and renovation of 
existing library facilities and funds received for the purchase of 
equipment, furniture, technology systems, and other one- tim e, 
extraordinary projects. These funds may be used to meet the 3/10 
mill local support financial requirement for State Aid. 

Sum of “Legal Service Area Population served” and “Contracted 
Municipality Population Served.” 



PART YI: OPERATING EXPENDITURES 

' ’* ' .* 

Operating expenditures are the current and recurrent costs necessary to support the provision of library services. List 
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only expenditures paid from library operating budgets. Complete every box, leave no box blank. Enter “0” (zero) if 
none. 

A. Staff Expenditures (use whole numbers only) 



Salaries & Wages: 


Include salaries and wages for all libraiy staff (including plant 




operations, security, and maintenance staff) for the fiscal year. 
Include salaries and wages before deductions but exclude employee 
benefits. 


Employee Benefits: 


The benefits outside of salaries and wages paid and accruing to 
employees (including plant operations, security, and maintenance 
staff), regardless of whether the benefits or equivalent cash options 
are available to all employees. Include amounts for direct, paid 
employee benefits including Social Security, retirement, medical 
insurance, life insurance, guaranteed disability income protection, 
unemployment compensation, workmen’s compensation, tuition, 
and housing benefits. 


Total Staff Expenditures: 


The sum of “Salaries and Wages” and “Employee Benefits.” 


B. Collection Expenditures: 


Include all expenditures for materials purchased or leased for use 
by the public. 


Books/Print Materials: 


Include expenses for any print or microform materials that are part 
of the library collection. 


AV/Non-Print Materials: 


Include expenses for any non-print collection materials, including 
film, video, sound recordings, etc. 


Subscriptions (non-electronic 
format): 


Include subscription expenditures for reference serials, journals and 
newspapers in print or microform formats. This does not include 
subscriptions for materials in electronic format. 


Library Materials/ 
Subscriptions in Electronic 
Format: 


Report operating expenditures for materials considered part of the 
collection, whether purchased or leased, such as CD-ROMs, 
magnetic tapes, and magnetic disks, that are designed to be 
processed by a computer or similar machine. Examples are U.S. 
Census data tapes, locally-mounted databases, serials, and reference 
tools. Include operating expenditures for equipment when the cost 
is inseparably bundled into the price of the information service 
product. Exclude operating expenditures for library system 
software and microcomputer software used only by the library staff. 


Total Collection 
Expenditures: 


Sum of expenditures for “Books/Print Materials,” “AV/Non-Print 
Materials” “Subscriptions (non-electronic format),” and “Library 
Materials/Subscriptions in Electronic Format.” 
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C. Operating Expenditures for 
Electronic Access: 


Report all operating expenditures from the library budget 
associated with access to electronic materials and services. Include 
computer hardware and software used to support library operations, 
whether purchased or leased, mainframe or microcomputer. 

Include expenditures for maintenance. Include expenditures for 
equipment used to run information service products when that 
expenditure cannot be separated from the price of the product. 
Report expenditures for services provided by national, regional, and 
local bibliographic utilities, networks, consortia and commercial 
services. Report all fees and usage costs associated with such 
services as OCLC FirstSearch or electronic document delivery. 
Note: Report only operating expenditures, including Internet access 
charges. DO NOT report items included as capital expenditures in 
Part VII. 


D. Other Operating 
Expenditures: 


Include all expenditures other than those for staff, collection and 
electronic access. Note: Include expenses such as binding, 
supplies, repair or replacement of existing furnishings and 
equipment, and costs incurred in the operation and maintenance of 
physical facilities. DO NOT report items included as capital 
expenditures in Part VII. 


E. Total Operating 
Expenditures: 


Sum of A, B, C, and D. It includes “Total Staff Expenditures,” 
“Total Collection Expenditures,” “Operating Expenditures for 
Electronic Access,” and “Other Operating Expenditures.” 



PART VII: CAPITAL OUTLAY (use whole numbers only) 

Include expenditures paid from your library capital budget for the acquisition of or additions to fixed assets such as 
building sites, new buildings and building additions, equipment, initial book stock, furnishings for new or expanded 
buildings, or vehicles, and other one-time, extraordinary projects. This excludes replacement and repair of existing 
furnishings and equipment, regular purchase of library materials, and investments for capital appreciation. Complete 
every box, leave no box blank. Enter “0” (zero) if none. 



Capital Expenditures for 
Electronic Access: 


Report capital expenditures associated with access to electronic 
materials and services. Include computer hardware and software 
used to support libraiy operations, whether purchased or leased, 
mainframe or microcomputer. DO NOT report items included as 
operating expenditures in Part VI. 


Furniture and Equipment 
Expenditures: 


Report major expenditures for all furniture and equipment other 
than for electronic access. Examples include shelving, patron 
tables and chairs, photocopiers, etc. DO NOT report items included 
as operating expenditures in Part VI. 


Building Expenditures: 


Report expenditures for the acquisition of or additions to building 
sites, new building additions and libraiy facilities. DO NOT report 
items included as operating expenditures in Part VI. 


Total Capital Expenditures: 


Sum of “Capital Expenditures for Electronic Access,” “Furniture 
and Equipment Expenditures,” and “Building Expenditures.” 
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PART Vm: LIBRARY COLLECTIONS 



For each category, report the number of physical units (items) owned at the end of the reporting year. Complete every 
box, leave no box blank. Enter “0” (zero) if none. If exact amount is unknown,, enter an estimate. Items which are 
packaged together as a unit, e.g. two compact discs, two films, or two video cassettes, and which are generally 
checked out as a unit, should be counted as one physical unit. 



Book/Serial Volumes: 


Books are non-periodical printed publications bound in hard or soft 
covers, or in loose-leaf format. Serials are publications issued in 
successive parts, usually at regular intervals, and as a rule, intended 
to be continued indefinitely. Serials include periodicals 
(magazines), newspapers, annuals (reports, yearbooks, etc.), 
memoirs, proceedings, and transactions of societies. Include 
microform, books, and serials in this category. Except for the 
current volume, count unbound serials as a volume when the library 
has at least half of the issues in a publisher’s volume. 


Audio: 


Materials on which sounds (only) are stored (recorded) and that can 
be reproduced (played back) mechanically or electronically, or 
both. Included are records, audiocassettes, audio cartridges, audio 
discs, audio reels, talking books, and other sound recordings. 


Video: 


Materials on which pictures are recorded, with or without sound. 
Electronic playback reproduces pictures, with or without sound, 
using a television receiver or monitor. 


Subscriptions (non-electronic 
format): 


Refers to the arrangements by which, in return for a sum paid in 

advance, periodicals, newspapers, or other serials are provided for a ; 

specified number of issues. These are print and microfilm 

subscriptions only; not electronic or digital subscriptions. Count 

subscriptions purchased from the libraiy’s budget and those 

donated to the library as gifts. Count titles, including duplicates, 

not individual issues. 


Number of library 
materials/subscriptions 
in electronic format: 


Report the number of physical units such as CD-ROMs, magnetic 
tapes and magnetic disks, that are designed to be processed by a 
computer. Examples are U.S. Census data tapes, locally-mounted 
databases, reference tools, and serials on CD-ROM, tape or floppy 
discs. Exclude bibliographic records used to manage the collection, 
libraiy system software, and microcomputer software used only by 
the libraiy staff. 


Total: 


Total units at year end in library collections. 


PART IX: SERVICES 





Complete every box, leave no box blank. Enter “0” (zero) if none. If exact amount is unknown, enter an estimate. 
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A. Library Visits: 


The total number of persons entering the library for whatever 
purpose during the year. Note: If an actual count of visits is 




unavailable, determine an annual estimate by counting visits during 
a typical week in October and multiplying the count by 52. A 
“typical week” is a time that is neither unusually busy or unusually 
slow. Avoid holiday times, vacation periods for key staff, or days 
when unusual events are taking place in the community or the 
library. Choose a week in which the library is open its regular 
hours. Include seven consecutive calendar days, from Sunday 
through Saturday (or whenever the library is usually open). 


B. Children's Program 
Attendance: 


The count of the audience at all programs intended primarily for 
persons 14 years old or younger. Include all persons who attend, 
whether adults or children. 


C. Circulation Transactions: 




Total Circulation: 


The total annual circulation of all libraiy materials of all types, 
including renewals. Note: Count all materials in all formats that 
are charged out for use outside the library. Interlibraiy loan 
transactions included are only items borrowed that are then 
circulated to users. Do not include items checked out to another 
library. 


Circulation of Children’s 
Materials: 


The total annual circulation of all children’s materials in all formats 
to all users, including renewals. 


D. Reference Transactions: 


A reference transaction is an information contact which involves 
the knowledge, use, recommendations, interpretation, or instruction 
in the use of one or more information sources by a member of the 
libraiy staff. It includes information and referral services. 
Information sources include printed and non-printed materials, 
machine-readable databases, catalogs and other holdings records, 
and through communication or referral, other libraries and 
institutions and people inside and outside the library. The request 
may come in person, by phone, by fax, mail or by electronic-mail 
from an adult, a young adult, or a child. Do not count directional 
transactions or questions of rules or policies. Examples of 
directional transactions are “Where are the children’s books?” and 
“I’m looking for a book with the call number 81 1.2G.” An 
example of a question of rules or policies is “Are you open until 
9:00 tonight?” Note: If an actual count of reference transactions is 
unavailable, determine an annual estimate by counting reference 
transactions during a typical week in October and multiply the 
count by 52. A “typical week” is a time that is neither unusually 
busy nor unusually slow. Avoid holiday times, vacation periods for 
key staff, days when unusual events are taking place in the 
community or in the library. Choose a week in which the library is 
open its regular hours. Include seven consecutive calendar days, 
from Sunday through Saturday (or whenever the library is usually 
open). 
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E. Interlibrary Loans: Report materials exchanged between your library and other 

libraries. Transactions between branches of the same library 
organization should not be counted here. 

Number of items loaned to These are library materials, or copies of the materials, provided by 
other libraries: one library to another upon request. The libraries involved in 

interlibrary loans are not under the same library administration. 
These data are reported as annual figures. 



Number of items borrowed There are library materials, or copies of the materials, received by 

from other libraries: one library from another library upon request. The libraries 

involved in interlibrary loans are not under the same library 
administration. These data are reported as annual figures. 



F. Access to Electronic If your library provided access to electronic services, answer “yes.” 

Services: These are electronic services provided due to subscription, lease, 

license, consortial membership or agreement. Include full-text 
serial subscriptions and electronic databases received by the library 
or an organization associated with the library. If your library has 
Internet access, answer “yes” - AccessMichigan provides access to 
electronic services. 



G. Access to the Internet: The Internet is the collection of networks that connects government, 

university, and commercial agencies (e.g. NSFNET, WestNet, etc.) 
and is unified by the use of a single protocol suite, TCP/IP. Answer 
“yes” only if one or more of the following services were accessible: 
telnet, gopher, file transfer protocol, or community network. 

Answer “no” if your library had access to electronic mail only. 



PART X: CERTIFICATION OF PUBLIC LIBRARY PERSONNEL 



This section verifies that appropriate numbers and levels of staff worked at the library during the reporting yearto meet 
the minimum standards for state aid. This page may be duplicated, as necessary. If the staff of your library is ver> 
large, a complete staff list may be attached to this page. In the latter case, the Social Security ID numbers need not b< 
listed for uncertified individuals. 



In most cases, only staff who are certified by the Library of Michigan need to be listed on this page. For most 
libraries, uncertified staff should be listed here only if: a) they were recently hired and have not completed the 
certification process, or b) if they were “grandfathered” in 1984 and remain employed in the same position. 

Although it is necessary only to list persons who qualified the library for state aid during the reporting year, it is 
helpful to the Library of Michigan to have all current staff listed. For example, if the directorship changed during the 
reporting year, list the previous director with his or her departure date and the current director immediately below with 
his or her date of hire. 



Employee Name (as it appears Use the full legal name rather than nicknames or pseudonyms. If 

on Certificate): the person’s legal name has recently changed, list the current name 

and add the previous name in parentheses. Be sure to list the 
director on the top line. 
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Michigan Drivers License or 
Michigan ID Number: 


Provide either a Michigan Drivers License or State of Michigan 

Identification number for each person listed. 


Last 4 Digits of Social Security 
Number: 


The Social Security numbers are used as an identification code for 
certification records and transcript association. Report only the last 
four digits. 


No. Hours Worked Per Week: 


List the regularly scheduled or most frequent number of hours each 
person worked per week during the reporting year. This 
information is used to verify that the library was adequately staffed 
during the scheduled open hours. 


Certificate Level Code: 


Refer to the chart at the bottom of the page. If the person is eligible 
for certification but does not actually have a certificate at the time 
of filing, enter the level code followed by “elig.” 


Date of Hire (if new) OR Date 
Certificate Expires 
(if level VH): 


A date of hire should be entered for any individual not listed on the 
previous year’s report. If the person holds a Level VII certificate, 
the expiration date of his or her most current certificate should be 
entered. 



PART XI: CERTIFICATION OF INFORMATION 

The person signing the form must be an authorized official of the library who can be held accountable for the 
information on the form. The library director, board president or other authorized official must sign in order for the 
application to be processed. In the event of a state aid audit, the authorized official will be contacted. If a person other 
than the authorized official should be contacted for questions, enter his or her name in the space for “contact person ” 

Reports that are not signed are returned for signature. Signature must be original signature - signature stamps 
will not be accepted. 
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